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DIVISION  OF  COMMERCE 


This  institution  prepares  commercial  teachers, 
accountants,  and  secretaries.  It  is  fundamentally 
a  teacher  training  institution,  but  the  work  is  so 
planned  that  it  is  possible  for  students  who  desire 
to  enter  employment  to  receive  such  training  as 
will  properly  fit  them  for  positions  in  the  business 
world.  Our  graduates  may  go  immediately  into 
commercial  teaching  or  business  offices.  Or  they 
may  use  their  training  as  a  basis  for  further  prog- 
ress in  work  of  their  own  choosing.  There  is  at 
present  a  demand  for  capable  commercial  teachers. 
Our  courses  are  organized  to  meet  the  require- 
ments of  the  High  School  Accrediting  Commission 
for  teachers  of  commerce. 

The  interrelation  of  one  business  with  another 
and  the  complex  nature  of  modern  business  make 
it  necessary  that  workers  have  an  understanding 
not  only  of  business  in  general  but  also  of  some 
particular  branch.  We  give  specialized  training 
not  only  in  methods  of  teaching  commercial  sub- 
jects, but  also  in  accounting,  office  procedures,  and 
stenography.  We  are  meeting  the  present  day 
demand  for  business  education  through  the  follow- 
ing offerings: 

25,  26 — Shorthand.     Eight  quarter  hours. 
These  two  courses  cover  the  Gregg  Shorthand 
Manual  and  Speed  Studies. 

32 — Shorthand.     Four  quarter  hours. 

This  course  is  devoted  to  increasing  speed  and 
transcription  ability.  The  aim  is  to  develop  pro- 
ficiency as  a  stenographer. 

35 — Elementary  Typewriting.  Four  quarter 
hours. 

This  course  deals  with  the  fundamentals  of 
learning  to  type.  The  aim  of  this  course  is  to 
develop  the  ability  to  operate  and  care  for  the 
machine. 

36 — Advanced  Typewriting.  Four  quarter  hours. 

Emphasis  is  placed  on  the  problems  of  the 
typist  in  a  business  office  and  on  the  acquiring  of 
knowledge  and  technique  that  will  lead  to  superior 
ability. 

33 — Elementary  Accounting.  Four  quarter 
hours. 

This  course  deals  with  the  application  of  ac- 
counting principles,   giving   special   attention  to 


single  proprietorship.  It  includes  the  use  of 
special  journals,  cash  books,  ledgers,  trial  balances, 
and  work  sheets. 

34 — Elementary  Accounting.  Four  quarter 
hours. 

This  course  deals  with  the  application  of  ac- 
counting principles  to  partnerships.  It  includes 
the  preparation  of  balance  sheets,  profit  and  loss 
statements,  controlling  accounts,  subsidiary 
ledgers,  deferred  charges,  and  accruals. 

65 — Corporation  Accounting.  Four  quarter 
hours. 

This  course  deals  with  the  application  of  ac- 
counting principles  to  incorporated  business.  It 
includes  manufacturing  accounts,  consignments, 
installment  sales,  comparative  reports,  corporation 
organization,  capital  stock,  manufacturing  cost, 
bond  issues,  sinking  funds,  sinking  fund  reserves, 
amortization,  depreciation  reserve,  consolidated 
balance  sheets,  and  consolidated  profit  and  loss 
statements.  During  the  course  practice  sets  will 
be  used.  The  course  furnishes  a  general  founda- 
tion for  the  study  of  more  highly  specialized 
phases  of  accounting. 

116 — Auditing.     Four  quarter  hours. 

This  course  deals  with  the  interpretation  of  rec- 
ords. Emphasis  is  given  to  the  balance  sheet 
form  of  audit. 

115 — Commercial  Law.     Four  quarter  hours. 

This  course  is  designed  to  give  the  student  a 
comprehensive  knowledge  of  fundamental  legal 
principles  as  they  apply  to  business.  Contracts, 
agency,  negotiable  instruments,  and  other  im- 
portant aspects  of  law  are  covered. 

125 — Methods  In  Teaching  Commercial  Sub- 
jects.    Four  quarter  hours. 

The  purpose  of  this  course  is  to  make  instruc- 
tion in  commercial  subjects  more  practical.  The 
work  will  be  helpful  to  experienced  as  well  as  in- 
experienced teachers.  Model  courses  of  study  for 
all  commercial  subjects  serve  as  a  basis  for  con- 
sideration. 

150 — Office  Practice.     Four  quarter  hours. 

Office  Practice  is  a  summary  course  coordinat- 
ing all  previous  business  training  and  showing 
practical  applications  through  the  use  of  problems 
that  arise  in  an  office.  The  use  of  physical  equip- 
ment is  demonstrated. 
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TRAINING  IN  COMMERCIAL  TEACHING  MAY 
LEAD  TO  THE  FOLLOWING: 


COMMERCIAL 
TEACHING 
TRAINING 
WILL  MAKE 
YOU 


BIGH 
SCHOOL 
TEACHER 


COLLEGE 
TEACHER 


PRIVATE 
SCHOOL 
TEACHER 


Assist.  Dept.  Head 
Department  Head 
Com.  High  School 

Principal 
Gen.  High  School 

Principal 
Superintendent 
Dean  of  Women 
Supervisor 
Accountant 

Department  Head 
Principal 
|  Dean 
President 
Accountant 


Assist.  Dept.  Head 

Department  Head 
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Manager 

President 

Accountant 


/= 


